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SECTI ON |
GENERAL

1-1. PURPOCSE. To establish policies and procedures for purchases
usi ng the International Merchant Purchase Authorization Card (I MPAC)
by personnel whose | MPAC cards are issued through the Installation
Busi ness O fice-Contracting (IBO-C), Fort Bragg, North Carolina.

1-2. REFERENCES.

a. AR 5-9, Intraservice Support and Installation Area
Coordi nati on, 24 Jul 87.

b. DFAS-IN 37-1, Finance and Accounting Policy |nplenentation,
18 Sep 95.

c. AR 710-2, Inventory Managenment Supply Policy Bel ow the
Whol esal e Level, 31 COct 97.

d. Arny Federal Acquisition Regulation Supplenment, 1 Jun 96.

e. Department of Defense Federal Acquisition Regulation
Suppl enent, 17 Aug 97.

f. Federal Acquisition Regulation, Jun 97.

g. XVill Abn Corps and Fort Bragg Regul ation 715-1, Contracting,
6 Nov 98.

h. Government-wi de Commercial Credit Card Service, Contract
Gui de GS-23F-94031 (current).

i DODD 5500. 7-R, Joi nt Ethics Regul ation, Standards of Conduct,
30 Aug 93.

J. 31 USCA s 3528, Responsibilities and Relief fromLiability of
Certifying Officials, current through P.L. 105-4, approved 3 Mar 97.

1-3. DEFINITION OF TERMS.

a. Agency Program Coordinator. The individual in the IBO C that
will serve as the focal point for coordination of the | MPAC program
for XVII1 Airborne Corps and Fort Bragg.

b. Alternate Approving Oficial/Certifying Oficer. The
i ndi vi dual who perforns the duties of the Approving/Certifying
O ficer in his/her absence.

c. Approving Oficial/Certifying Oficer (AOCO. An individual
who is delegated authority to oversee the performance of those
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cardhol ders assigned to him her and serves as liaison with the Agency
Program Coor di nat or and Def ense Fi nance Accounting Service (DFAS).
The AOOCO wi Il be senior to their cardholders and in the direct chain
of command. The AQ CO cannot be a cardholder. The AOCO w |l not
make charges on any | MPAC purchase card. The AOCOw ||l not be a
budget official. The AOCO is appointed in witing by the D rector

I BO-C or his designee to certify billing statenents for paynent by
DFAS.

d. Budget O ficer. An individual responsible for formulating,
progranm ng, and nonitoring the execution of the unit’s Hone Station
Training (HST) budget. A budget officer wll not be a cardhol der or
primary or alternate AQ CO

e. Bul k Funded Document. A DA Form 3953, Purchase Request and
Comm tment, or menorandum i ssued by the Resource Managenent/
Comptroller to a cardhol der authorizing a specified | unp sum of funds
for the purchase card for a period of time. Bulk funding docunents
nmust be maintained in the cardholder’s file.

f. Cardholder. The individual to whom an | MPAC purchase card
is issued and procurenent authority is delegated. The card bears the
cardhol der’s name and may only be used by this individual to purchase
and/ or pay for authorized U S. Governnment purchases. A cardhol der
cannot be an AQ/ CO or budget official.

g. Dispute Ofice Contact. The AQ CO who coordi nates,
processes, and nonitors all disputed purchases, credits and billing
errors.

h. Finance Ofice Contact. The individual in DFAS responsible
for paynment of each nonthly billing statenment certified by an AJ CO

i. Standard Docunent Nunmber (SDN). A 14-digit nunmber used with
the Army accounting systemto match obligations with di sbursenents.

1-4. APPLICATION. This regulation applies to all acquisitions of
suppl i es, non-personal services, and construction within our area of
support as prescribed in AR 5-9, Using the | MPAC Purchase Card.

1-5. DELEGATI ON OF AUTHORI TY.

a. Delegation of Procurenment Authority. A docunent issued by
the IBO C that del egates procurenent authority to individuals
establishing them as authorized cardhol ders. This del egation of
authority will specify spending and usage limtations, and nust be
mai ntained in the file of each cardhol der.

b. Appointnment as Approving Oficial/Certifying Oficer (AJQ CO).
A docunent issued by the Director, I1BOC or his designee that
del egates authority to certify billing statenments for paynent by the
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paying office. This docunent will be signed by both the AJ CO and
the Director, IBO-C or his designee and filed in the paying office.

C. DD Form 577, Signature Card. A document that nust be
conpl eted by each AQ CO, approved by the Director, IBO-C or his
desi gnee, and maintained on file at the paying office.

SECTION ||
POLI CI ES

2-1. STANDARDS OF CONDUCT.

a. Each individual directly or indirectly concerned with any
phase of purchasing or related activities nust conply with the
st andards of conduct prescribed by the Joint Ethics Regulation (JER
Commander s/ supervisors will ensure that a copy of the JER is made
available within their activity and that personnel are rem nded seni -
annual ly of their duty to conply therewith. Conmanders/supervisors
must be able to show by some witten nethod (training schedul e,
menor andum etc.) that the sem -annual requirenment has been net.

b. No Fort Bragg cardholder will issue an order to, nor will any
AO attenpt to influence a cardholder to i ssue an order to:

(1) Any person with whomthe cardhol der or AO seek to do
business, is in business with, or has a contractual or other
financial relationship with involving other than a routine
transacti on.

(2) Any person who is a nenber of the cardholders or AGCs
househol d, or who is a relative with whom either the cardhol der or
the AO has a cl ose personal relationship

(3) Any person for whomthe spouse, parent, or dependent
child of the cardholder or AOis seeking to serve, or is serving (to
the cardholder’s or AO s know edge), as an officer, director,
trustee, general partner, agent, attorney, consultant, contractor, or

enpl oyee.

(4) Any person for whomthe cardhol der or AO has served as
an officer, director, trustee, general partner, agent, attorney,
consul tant, contractor or enployee within the |ast year.

c. For the purposes of this paragraph, the term "person” wll
mean an individual, corporation and subsidiaries it controls,
conpany, association, firm partnership, society, joint stock
conpany, or other organization or institution, including any officer,
enpl oyee, or agent of such person or entity.

2-2.  NOM NATI ONS.
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a. Commanders/Directors will nomnate individuals within their
organi zation to serve as AOs/COs, Alternate AGCs/ COs, and cardhol ders.
This will be acconplished when the individual submts the appropriate

| MPAC setup formto the Commander/Director for approval and
signature. For Table of Distribution and Al owances (TDA) civilian
organi zations, the nom nating official must be at the Director |evel
or higher. For Table of Organization and Equi pnent (TOE) units, the
nom nating official nust be grade 05 or higher.

b. Approved setup forms signed by the Conmander/Director will be
routed through the appropriate Conptroller Oficel/ Resource Managenent
Budget Anal yst for approval.

2-3. THE I NSTALLATI ON BUSI NESS OFFI CE- CONTRACTI NG (1 BO-C) .

a. Assist activities in determ ning cardhol der requirenents;
i.e., nunber of cardhol ders required, authorization limts,
aut hori zed nerchant category codes, etc.

b. Provide and coordinate training of prospective cardhol ders,
ACs/ COs, and Alternate AGs/ CGCs.

c. Delegate purchase authority to cardhol ders.
d. Delegate AO CO and Alternate AQ CO authority.

e. Establish AOQ CO and cardhol der accounts upon receipt of
approved and conpl eted account setup form (see para 2-2) and
docunent ed training.

f. Monitor/mnage | MPAC program and resol ve problens after AQ CO
and cardhol ders have exhausted all attenpts at resolving probl ens at
their |evel.

g. Mintain statistics (managenent reports, etc.) relative to
t he program

h. Designate individuals within the IBO-C to act as
Adm ni strative Account Managers.

i. Conduct surveillance of cardhol ders’ performnce to ensure
proper controls are in place to prevent potential fraud, waste, and
abuse.

j. Provide periodic witten updates in the formof a newsletter
via the Internet to all AGs/CGCs.
k. Conduct periodic user neetings with cardhol ders and AGs/ CCs

in order to address issues/ problens.
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I. Provide the | MPAC Purchase Card Roadshow upon request.

m Interface with Crimnal Investigation Division (C D),
Internal Review, DFAS, commanders and directors concerning apparent
m suse/ abuse of the | MPAC card and associ ated privil eges.

2-4. AGENCY PROGRAM COORDI NATOR.
a. Function as the primary liaison to the contractor.

b. Serve as the representative on technical matters for the
installation program

2-5. CARDHOLDERS.

a. Safeguard the purchase card and account nunber at all tines.
Cardhol ders will not allow anyone to use their card or account
nunmber. Failure to safeguard the purchase card and account nunber
may result in the card being withdrawn fromthe cardhol der.

b. Ensure proper docunentation of the follow ng el enents prior
to maki ng any purchase:

(1) Witten transaction register. See Appendix C and D for
sanpl e and instructions. Transaction register can be anended to your
requi rements. Cardholders will keep all backup docunentation to
support each entry in the transaction register, including, but not
limted to, request for engineering work (DA Form 4283), vendor
i nvoi ce, evidence of receipt at warehouse or other receiving point,
and supply (purchase) request.

(2) Witten authorization fromthe AQ CO prior to purchase
action. This can be annotated on the transaction register,
menmor andum purchase request, or e-nmail.

(3) Funds Availability. Funds nust be available within the
cited fundi ng appropriation for the purchase. Funds will be provided
in witing using either a nmenorandum or a DA 3953 (reference para
1-3e).

(4) Review Federal Logistics (FEDLOG Data on conpact disk

and mandatory sources prior to purchasing. |If the itemis available
t hrough mandat ory sources and the required delivery can be net,
purchase shall not be made from non-mandatory sources. |If the item

is not available or the required delivery tine cannot be net, a
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menor andum e-mail, or other docunentation nust be obtained fromthe
source indicating such. This docunentation will be filed with al
backup paperwork supporting the | ocal purchase.

c. Mke purchase card purchases as prescribed in accordance with
the training received, to include the guidance contained in the
training materials diskette, this regulation, and within the
del egated authority. Cardholders will not use the | MPAC purchase
card to make purchases of supplies in classes other than those noted
herein or in the training diskette w thout obtaining proper
adm ni strative approval s.

d. Not split purchases in order to remain below the single
pur chase threshol d.

e. Ensure receipt of itens purchased is within the billing cycle
or by the time the nonthly report is received to sinplify nmonthly
reconciliations. The item nust be received or the non-persona
service conpl eted before the item appears on the cardhol der’s
St atement of Account (SOA). An exception to this policy would be

subscriptions for publications, etc. Oders will not be made using
the | MPAC purchase card when vendors are unable to ship the total
guantity of the purchase in the same shipnment unless: (a) all itens
purchased will be shipped within the same billing cycle in which they
were ordered and; (b) all itenms purchased will not be shipped within
the same billing cycle but the vendor is willing to not bill unti

all itenms are shipped.

f. On a case-by-case basis, receive authority to use the
purchase card up to $25,000. The criteria for consideration of this
i ncreased authority are:

(1) The card may only be used to pay agai nst contracts,
purchase orders, delivery orders, or blanket purchase agreenents
(BPA). Each of these type docunments will contain ternms and
condi ti ons under which the vendors nust perform

(2) An additional block of training will be conpleted. This
training will be provided by the IBOC and will address BPAs,
rotation of vendors, conpetition (required when using unpriced BPAs),
and reporting requirenents (DD Form 1057 reports). The training wll
further discuss the penalties associated with using the increased
threshol d for purchases other than those indicated in paragraph
2-5f (1) above.

(3) Al requests for a purchase card with a single purchase
t hreshol d above $2,500 will be signed by an 05 or above, be approved
by the appropriate resource manager, and indicate what the cardhol der
wi || be purchasing and agai nst what contract(s), purchase order(s),
delivery order(s), or BPA(s) it will be used.
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g. Review, verify, and reconcile each nonthly SOA. Sign the
SOA, provide duty tel ephone nunber, and attach original copies of the
transaction register, receipts (e.g., credit card slips, invoices,
and packing slips) and other backup docunentation. Forward to the
AOCOwWthin 5 days of receipt in order to ensure pronpt
reconciliation of AOCO billing account statenent for purchases
and/ or services performed.

h. VWhen an error in the billing occurs, or if a problemwth
mer chandi se or services billed cannot be resolved with the vendor,
conplete the Statenment of Questioned Item (SQ) formand forward it
to the | MPAC bank within 60 days. Disputes, if used again, will not
be processed by the I MPAC bank after 60 days fromthe end of the
billing cycle when the action being disputed occurred. A copy w il
be given to the AOCO The SQ should be filled out for each
i ndi vi dual dispute. Cardhol ders are responsible for follow ng up on
SQs to ensure those errors in billing and problens wth nerchandi se
or services are resolved.

i. Before periods of Temporary Duty or |eave, the cardhol der

will forward all supporting docunentation to the AO CO prior to
departure. The cardholder will sign the statenment upon return to
wor k.

J. Cear purchase card account through their AOJ CO prior to PCS
or separation. At the tinme of clearing, the purchase cardhol der wll
turn the | MPAC purchase card over to the AOCO The AQ CO wi ||
destroy the card and notify his/her IBO-C Adm nistrative Account
Manager via e-mail or nenorandum (format shown at Appendi x A) of
t hose cardhol der accounts that need to be closed.

2-6. APPROVI NG OFFI CI ALS/ CERTI FYI NG OFFI CERS ( AQ CO).

a. Ensure that cardhol ders assigned to themcarry out their
duties in accordance with all acquisition regulations, the JER, and
good busi ness practices.

b. Have no nore than five cardhol ders assigned to himher.

c. Not be cardhol ders or budget officials.

d. Establish procedures for certifying the nmonthly billing
statenent in tinmes of absence. Appointnent of an Alternate AOCO i s

hi ghl y encour aged.

e. Not authorize purchases to be split between cardholders in
order to remain below the single purchase threshol d.

f. Review each cardholder’s nonthly SOA and backup documentation
to ensure all purchases made were for official government purposes
and were authorized under governing regul ations, CTA, TDA/ MIDA or

9
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TOE/ MTCE. I n those instances where the AQ CO suspects the cardhol der
of abusing the authority vested in himher as a cardhol der, conduct
appropriate investigations and counsel, recommend disciplinary
measures, rempove purchase card privileges, or recomrend further

i nvestigation by CID, whichever is appropriate.

. Wthin five days of receipt, forward the original signed
Certifying Oficer Delegation Letter and DD Form 577, Signature Card,
to | BOC

h. Approve and certify for paynment all current charges for that
billing period by: (1) date stanping the billing account statenent
i mredi ately upon receipt; (2) indicating the anount to be paid in the

space provided on the billing account statenent and; (3) signing and
dating the billing statenment. Additionally, a duty tel ephone nunber
will be included on the billing account statenent.

i. Wthin 15 days of receipt, forward the original certified and
date stanped billing account statenment directly to the appropriate
DFAS of fi ce.

j.- If the nonthly billing account statenent has not been

received by the 5th working day of the nonth, call the bank and
request a remailing or faxed copy.

k. File a copy of the billing account statenent, the
cardhol der’s original SOA, and all supporting docunents. Maintain
files for review by the IBO-C, Internal Review and
audi ts/inspections, for a period of three years.

. Serve as Dispute Ofice Contact. Review and follow up on al
pendi ng cardhol der disputes to ensure tinely resolution. Verify that
aut hori zation to pay and/or clear up resolved disputes between
cardhol der and the | MPAC bank are conpl et ed.

m Be responsible for investigating and resol ving cases of
i nproper purchase card use.

n. Collect and destroy the | MPAC purchase cards of his/her
subordi nate cardhol ders prior to the cardhol der’s permanent change of
station or separation. |Inmmediately notify his/her IBOC
Adm ni strative Account Manager via e-mil or menorandum (format shown
at Appendi x A) of those cardhol der accounts that need to be cl osed.

0. Prior to AOJ CO permanent departure, prepare a nmenorandum
(format shown at Appendi x B) and handcarry to IBO- C Administrative
Account Manager. Cardhol der accounts nust be closed or transferred
to another AOQ CO prior to the AO CO s pernmanent departure.

10
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2-7. COWVVANDERS.

a. Incorporate an inspection of the unit | MPAC procedures and
programinto their Organizational I|nspection Program (O P). To
prevent a conflict of interest, an individual that is not an AQ CO or
a cardhol der shoul d conduct the inspection. The inspection should
focus on conpliance with the provisions of this and all other
applicable regul ati ons and | aws.

b. Be responsible for ensuring accountability of property book
items purchased by | MPAC cardhol ders.

2-8. DEFENSE FI NANCE ACCOUNTI NG SERVI CE (DFAS). DFAS will make
proper paynents to the | MPAC contractor in accordance with the Pronpt
Payment Act (within 30 days fromreceipt of the nonthly billing
statenment by the Certifying Oficial). |If the Certifying Oficial

fails to date stanp the billing statenment upon receipt, the paynent
due date will be conputed fromthe date the | MPAC contractor prints
on the billing statenent.

2-9. BUDGET OFFI CERS.
a. Provide 50-digit accounting data for each cardhol der.

b. Provide bulk funding in witing using either a nmenorandum or
a DA 3953. In order to streamline this process, recommend this be in
an anmount of not |ess than the cardhol der’s 30-day spendi ng
aut hority.

c. Approve all nonetary changes by signature or initialing
before any | MPAC purchase card accounts are setup or
i ncrease/ decrease of funds to existing accounts are nmade.

SECTION 111
GENERAL | NSTRUCTI ONS

3-1. TRAI NI NG REQUI REMENTS. All proposed cardhol ders, AGCs/CCs, and
Al ternate AGCs/COs shall conplete the mandatory | MPAC training. |If
this training is provided by an installation other than Fort Bragg, a
copy of the training certification nust be provided to the IBOC

| MPAC agency program coordi nator prior to the individual beconm ng a
cardhol der or AQ CO

3-2. | MPLEMENTATI ON PROCEDURES. Using activities will establish,
and maintain on file for review, witten internal procedures that
will identify:

a. Delivery procedures, to include identification of packages

and personnel responsible for verifying receipt and condition of
itenms ordered.

11
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b. Detailed process to add accountable itens to the property
books and hand recei pts.

C. Procedures for instances of AQ CO and car dhol der absences;
i.e., appoint and request training for Alternate AGCs/ CGCs.

3-3. DOLLAR LIMTS.

a. The single purchase limt is the anount allowed during the
processi ng of a single purchase transaction, whether it is one item
or multiple items. Unless specifically authorized in witing, the
single purchase limt for cardholders not assigned to the IBO-C wi ||
not exceed $2, 500.

b. The 30-day cardholder limt is a budgetary limt established
by the AQ CO and coordinated with the appropriate Conptroller or
Resource Manager. The total dollar val ue of purchases for any single
billing cycle will not exceed the 30-day cardholder limt.

c. The office limt is a budgetary amount established by the
using activity, in conjunction with the appropriate Conptroller or
Resource Manager for the AO CO The total dollar value of purchases
made by all cardhol ders assigned to the AQ CO during any single
billing cycle will not exceed the 30-day office limt.

d. The AQ CO nust process any changes to the above limts. The
procedure for initiating changes is to conplete the maintenance
form(s) provided by the IBO-C and forward with the appropriate
Comptrol l er or Resource Managenent coordi nati on and approval to the
I BO-C for encoding into the bank’s database.

3-4. STATEMENTS. The I MPAC Contractor will provide two statenents
at the end of Fort Bragg' s billing cycle.

a. The cardholder will receive a cardhol der SOA.

b. The AOCOWwW Il receive a billing account statement that is a
conposite of all their cardholders’ nonthly transactions. This
statenment nust be date stanped upon receipt, signed and dated by the
AQ CO, and forwarded to DFAS within 15 days of receipt for paynent.

3-5. AUTHORI ZED USE.

a. A personal VISA card with the cardhol der’s nane enbossed on
the front shall be used only by that individual cardholder. NO OTHER
PERSON | S AUTHORI ZED TO USE THE CARD, | NCLUDI NG APPROVI NG CFFI CI ALS
AND COMVANDERS.

b. Authorization is sought automatically for all purchases at
the point-of-sale. The bank card authorization system checks each

12
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i ndi vi dual cardhol der’s single purchase limt, 30-day |limt, office
limt, and the type of nerchant being utilized before the transaction
i s approved.

c. Cardholders are required to utilize mandatory sources of
supply. Exanples of these are General Services Adm nistration (GSA)
for tires and chem cals; Federal Prison Industries, Inc. (FPl), also
known as UNICOR, for furniture; and National Industries for the
Bl i nd/ Nati onal Industries for the Severely Handi capped (N B/ NI SH) for
many of fice supplies. The N B/ N SH requirenent can be satisfied by
utilizing GSA or the Self Service Supply Center (SSSC) store on Fort
Bragg that is operated by the Lion"s Club. Only itens marked
NI B/ NI SH at the SSSC store are mandatory. N B/ NISH itenms can al so be
obtai ned from nunerous office supply stores.

d. Sone itens authorized for purchase with the | MPAC purchase
card are short-term governnent vehicle | eases (not for personal TDY
usage); automated data processing equi pnent (ADPE), hardware and
software, with Information Technol ogy Busi ness Center (1 TBC)
approval ; Commander’s coins, with appropriate approval; and one-tine
repair services, to include ADPE repairs (with | TBC approval).

e. Cardhol ders are authorized to purchase unit crests and
i nsi gni a made by manufacturers that have been certified by the
Institute of Heraldry. Call the Institute of Heraldry at 703-806-
4982 for a list of certified manufacturers.

f. Cardholders are authorized to purchase guidons/flags only
fromvendors that comply with the Institute of Heraldry draw ngs and
specifications. Call the Institute of Heraldry at 703-806-4982 to
verify that the vendor is in conpliance.

g. Appendix E, Authorized Itens Requiring Adm nistrative
Approval , lists nunerous itenms which can be purchased using the | MPAC
purchase card after obtaining prior admnistrative approval
3-6. UNAUTHORI ZED USE

a. Any itemfor which |ocal purchase is not authorized in
accordance with applicable regulations (i.e., AR 710-2, CTA 50-970,
CTA-909, etc.) is unauthorized.

b. The card WLL NOT be used for the foll ow ng:

(1) Cash advances.
(2) Rental or |ease of Iand or buildings.

(3) To purchase any item avail able in the DOD whol esal e
supply systemw th the exception of itens that will not satisfy

13
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m ssion requirenents considering tinme of expected delivery and cost
(see para 2-5b(4)).

(4) To purchase subsistence or | odgi ng unl ess approved by
the | BO C

(5) To purchase gasoline or oil for, and repair of,
i nt eragency fl eet management vehicl es.

(6) To purchase tel ecomruni cations (tel ephone) services,
i.e., major systens such as FT2000 or DSN, except those itens
rel eased for purchase by the 1 TBC/1112th Signal Battalion in
accordance with Fort Bragg Menorandum of Instruction (MJ) Number 1-
97.

(7) To purchase non-expendabl e property unless the
appropriate property accountability safeguards are included in the
internal procedures (see para 3-2).

(8) To purchase any item for which other than appropriated
funds are required.

(9) To purchase ammunition or weapons.

(10) To ratify an unauthorized procurenent w thout
conpl eting the appropriate FORSCOM form obtaining | egal review and
| BO- C approval .

c. An AQ CO who authorizes itenms for purchase w thout proper
authority (see paragraph 3-6a above), or a cardhol der who mekes
unaut hori zed purchases, may be financially liable to the U S.
Treasury Departnent for the total dollar amount. Additionally, the
AQ CO and cardhol der may be subject to disciplinary action.

3-7. FEDERAL TAX STATUS. The Federal Governnent is tax exenpt. The
cardhol der is to informthe vendor of this tax-exenpt status. |If the
vendor refuses to accept this status, the cardholder is not to do
busi ness with the vendor. A letter regarding North Carolina state
sales tax is available fromthe 1BO C and can be shown to, or a copy
provided to, a vendor.

3-8. LOST OR STOLEN CARDS.

a. It is the responsibility of the cardholder to notify the
| MPAC Bank and the AOQ CO within one workday after discovery of the
| oss.

b. The AOCOwW Il make a witten report of the loss to the I BGO
C. The report will include the date of |oss, |ocation where | oss
occurred, if known, the last purchase made, and any ot her rel evant
i nformati on.
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3-9. DEPARTURE OF CARDHOLDER. All cardholders will turn in the

| MPAC purchase card, receipts and transaction logs to his/her AQ CO
prior to departure. It is the AOCO s responsibility to collect and
destroy the cards and to notify his/her IBO-C Adm ni strative Account
Manager in witing of those cardhol der accounts that need to be

cl osed. See paragraphs 2-5j, 2-6n, and 2-60 for appropriate
procedures. |If the cardholder is transferring within the Fort Bragg
area, see paragraph 3-10 bel ow

3-10. TRANSFER OF CARDHOLDER TO ANCTHER APPROVI NG OFFI Cl AL OR

CERTI FYI NG OFFI CER.  \When a cardhol der transfers to a different
AOCO a witten nenorandum fromthe receiving unit, coordinated

t hrough the appropriate budget official, nust be sent to the |IBO C,
with a copy to the previous AO CO. The menorandum nust state the

| osing AO CO s nane and account nunber, the cardholder’s new mailing
address, and the cardholder’s 50-digit accounting classification.

The change in AOCOw ||l be conpleted at the | MPAC Bank at the end of
the current billing cycle.

3-11. RECORDS RETENTION. All records covering | MPAC purchase cards
(i.e., SOAs, receipts, transaction logs) will be retained by the
AQ CO for three years after the final paynent.

3-12. | NTERNAL CONTROL PROCEDURES. The AQ/ CO and car dhol der

accounts will be reviewed by the IBO-C on a random basis. Each

account will be reviewed for conpliance with this regulation. A
checklist will be conpleted on each account and maintained in the
account file. Itens of particular interest requiring review are:

split or the appearance of split requirenments; avoi dance of nandatory
sources; individuals other than cardhol der using the purchase card;
tinmeliness of billing statenents to DFAS; and no bul k fundi ng
docunent prior to purchase. The reviewresults will be forwarded to
the AO CO s Conmander for review action. Negative reviews could
result in suspension of the cardhol der’s purchase card and/or the

AOQ CO s authority.

3-13. | NSTRUCTI ONS FOR EXERCl SES, EDRES, AND CONTI NGENCY OPERATI ONS.

a. CONUS Exercises/EDREs. Cardholders are authorized to use
t heir purchase cards as |long as the cardhol der and AQ CO have the
capability to reconcile SOAs and certify billing statenents.

b. OCONUS Exercises/EDREs. Cardhol ders are not authorized to
use their purchase cards unless the cardhol der and AQ CO have the
capability to reconcile SOAs and certify billing statements. Units
will request Ordering Oficers and Class A Agents or Corps
Conti ngency Contracting Section (CCCS) support if this is not
possi bl e.
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c. Contingency Operations. Cardholders are not authorized to
use their purchase cards unless specifically authorized by the CCCS.
The CCCS will coordinate with the IBO-C to cancel or transfer
af fected accounts.

d. Oher Types. The CCCS will provide guidance to cardhol ders
and AGs/ CGCs concerning the use of the purchase card for situations
not addressed in the above paragraphs.

(AFZA-1 BO- C/ Tel 6-4362)

OFFI CI AL:

JOHN R. VI NES

Bri gadi er General, GS
Chi ef of Staff

I1sl]
CARL PRANTL, JR
LTC, SC

Director, Information Technol ogy Busi ness Center

DI STRI BUTI ON:
A
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APPENDI X A
SAMPLE MEMORANDUM

( OFFI CE SYMBQOL)
( DATE)
MEMORANDUM FOR I nstall ation Business O fice-Contracting
SUBJECT: | MPAC Purchase Cardhol der Cl earing Docunent
| certify that the follow ng | MPAC purchase cardhol der ( NAVE AND
PURCHASE CARD ACCOUNT NUMBER) has:
a. Conpleted the purchase transaction | og/register.
b. Turned in ANY outstanding receipts.

c. Turned in ANY outstanding Statenents of Account to ny
Approving O ficial.

APPROVI NG OFFI CI AL NAME AND
SI GNATURE

APPROVI NG OFFI CI AL ACCOUNT NUMBER
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APPENDI X B
SAMPLE MEMORANDUM

( OFFI CE SYMBQOL)
( DATE)
MEMORANDUM FOR I nstall ati on Business O fice-Contracting
SUBJECT: | MPAC Purchase Card Approving Oficial/Certifying Oficer
Cl eari ng Docunent
| certify, that as the departing | MPAC purchase card Account
Approving O ficial, | have:
a. Turned in ANY outstanding Statenments of Account to DFAS.

b. Turned over to the incom ng Approving Oficial ALL purchase
card records.

c. In the absence of an incom ng Approving Oficial, turned over
ALL purchase card records to ny Comrander.

DEPARTI NG APPROVI NG OFFI Cl AL’ S
NAME
AND SI GNATURE

APPROVI NG OFFI Cl AL’ S ACCOUNT
NUMBER

I NCOM NG APPROVI NG OFFI Cl AL’ S NAME

AND SI GNATURE

COVMANDER S NAME AND SI GNATURE
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APPENDI X C
I NSTRUCTI ONS FOR SAMPLE | MPAC TRANSACTI ON REG STER

FEDLOG.  Cardhol der is responsible for checking the FEDLOG before
maki ng any | MPAC transactions. This colum is to be initialed by the
cardhol der to indicate that FEDLOG was checked.

LP AUTHORI TY: Approving Oficial is responsible for providing
cardhol der with Local Purchase Authority (LPA) for all | MPAC
transactions. This colum should be used for the nunber of the
regul ati on that governs the approval for the transaction.

AO SI GNATURE: Approving Oficial is responsible for providing

aut hori zation for all transactions prior to purchase action by the
cardhol der. This colum should be used to reflect the AO s
signature. This can be annotated by initials of AOQ nenorandum
purchase request, or e-nmail.

ADM N APPROVALS: This colum can be used by the cardholder to

i ndi cate that the proper adm nistrative approvals were received for
itenms that require them Exanples such as cellul ar tel ephones,

not ebook conputers, etc., require |1 TBC approval. All printing
services nust be routed through Defense Automated Printing Service
(DAPS) on Fort Bragg before approval is given to use | MPAC.

PROPERTY BOCK: This colum should be used by the cardhol der to

i ndi cate that accountable property has been reported to the Property
Book Oficer. The cardholder can insert the date that he reported
item(s) to the property book officer and possibly have hinf her
initial.
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*XVII

APPENDI X D
SAMPLE | MPAC TRANSACTI ON REQ STER
FOR THE PERI OD:

Abn Corps and Fort

Bragg Reg 715-3

CARDHOLDER: PHONE:
APPROVI NG OFFI Cl AL: PHONE:
CARDHOLDER
SPENDI NG LI M T $
I TEM PURCHASE |REQUESTOR COWENTS  |[FED (1) |LP (2) A0  (3) ADM N (4) |DATE PROPERTY
DATE DESCRI PTI ON | AMOUNT NANVE LOG AUTHORI TY |SI GNATURE |APPROVALS |REC D BOOK (5) |BALANCH
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APPENDI X E

AUTHORI ZED | TEMS REQUI Rl NG ADM NI STRATI VE APPROVAL

Item Service

Advertising in Newspaper
On DD Form 1535

Bottl ed Water

Coi ns/ Trophi es/ Awar ds for
MIlitary Members

Mai nt enance and Repair of
Fire Extinguishers

Printing Services from Vendors
O her Than the Defense Automated
Printing Service (DAPS)

Portal ets

Seasonal Decorations
(Christmas, Easter, etc.)

Trai ni ng Requirenents
for MIlitary Personne
($2,500 or |ess)

Trai ni ng Requirenents
for Civilian Personne
($2,500 or |ess)
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Approving Activity

GC/ Activity Commander

Publ i c Wor ks Busi ness
Center, Environnental
Heal t h

General Oficer

(Ref erence nmenorandum
dated 30 April 1997,
subject: Award of
Trophies and Sim |l ar
Devices in Recognition
of Acconplishnents.)

Call 1BOC for nane
and phone nunber of current
vendor

Def ense Aut omat ed
Printing Service (DAPS)

Call IBO-C

for name and phone
nunmber of current
vendor

Ref erence GAO deci sion
67 Conp. Gen. 87 (1987)
(Refer to this for

gui dance)

G 3/ DPT Training
Di vi si on

I ndi vi dual ' s Commander
or Director



